YOUR [2JX+] ONLINE

Public Account Registration
and Management

UpdatedFebruary 232022

Oregon Department of Environment@uality
Your DEQ Online Helpdesk

Lloyd 700 Builing, 700 NE Multnomah St #600
Portland OR 97232

Contact

Your DEQ Online Helpde3dlourDEQOnline@deq.state.or.us

DEQ can provide documents in an alternate format or in a language other than English upc
request. Call DEQ a08-452-4011 or emaitleginfo@deq.state.or.us



mailto:mailtoYourDEQOnline@deq.state.or.us
mailto:deqinfo@deq.state.or.us

Table of Contents

l. SYSTEM OVERVIENML. ...ttt e e e e amb e e e e e e e e ee e be e e e eaas 3
A. ACCESS TUBLICRECORDS MOURDEQONLINE. . ... eeiiitiiiieeeeeetttieseesesstanseeesessntaseeessstnnsaeesessssnneeeesesmnnnaeeeees 3

Il. PUBLIC USER ACCOUNTS. ...ttt ee ittt s e e embe s e e e e e e e e eeeetbaa e s e e ambsbba s e e eeeaeeeennnes 3
A. PUBLIGSERACCOUNTYPES.....uutiiiitiieeeiisiiitistaries et tae e e s st st e st e et r e e e s e e ss s s bbb e s et e st e e e e e e s e e sanrnrrnnneeeneeas 3
B.  REGISTEROURACCOUNT. ...etuttetttesteestteesteesuteesseeasseesseeasseessseessesassesssssansesssseansessnsessssseseessesensesssesansessses 5

1. Complete BasiC INfOIMALION.........cciieee i e e e e e s s s e e e e aaeee e e s e annnnrenenees 5

2. SElECt AN ACCOUNT TY ..ttt e oottt e et e e e e e e e s e s s b bbb e et e et e aaeeeeaaaannbbbbeaeeeeaaaaeeeaannn 6

3. SECUILY QUESTIONS ...ceiiiiiiiiiee ittt ettt s ettt e s st e e e e bt e e s e bbb et e e s aan e e e e e b b et e e s e nbbeeeeeannnee 6

A, FINGI REVIBWL. ...eeiiiii ittt e et e e ettt e e e e s a b et e e s e st b bt e e e s aabb et e e e s abbbeeeeeeanbaeeeean 7

C.  ACTIVATACCOUNLIT . ... utreeeeeitreeeeessunteeee e s sasne e e e s e st e e e e sanee et e e e aa s et e e e e s E et e e e e eamE e e e e e e annre e e e e e nrneeeseannreeeeeennnres 8
1. Locate confirmation email and follow INSTIUCHIONS..........coiviiiiiiiiieie e 8

2. Update PassSWOrd & Pill...........ueieiiiiiiiiiioiiie ettt e e e e e e e e e e e e e 9.

D.  NAVIGATE T Y ACCOUNT .. .uutttiiiiititeeetie it e e et e e e s s st e e et e et e e e e s e s s b r e s e e e et e e aeee s s s s annnrrnreeenees 10
1. RESPONSIBLE OFFICIAL IDENTITY VERIFICATLION. ....cotttiiii e 10
A EVERIFY ottt e e e e e e e e e e e re s 10
ALTERNATE VERIFIONTMETHOTELECTRONBGNATURBGREEMENT. ....cvvttiieeeeeeiasiiirrnreeeeeeneeeseesssssnennnneeeneees 12

V. ESTABLISH RESPONSIBLE OFFICIAL.LINKS......coiieiiiiiee et eeetne e e e e et e e e e e eeeees 13
A.  LINKSUBMITTAIGROUPS ANBACILITIES.....uuvttiiitreeeteisitneeteesssneeeessassneeeessnnnneeessnnnneeesasnnneeesssnnneeessannneeeen 13
1. NAVIQALE t0 MY ACCOUNL....cciiii ittt e et e e e e e e e e e s e bbb b e et e et eaaeaaeaassanbebbeareeaaaaaaeas 13

2. Selet SUDMITIAI GrOUR. ......ci it e e e e e e e e e e 13

T 1< = ot = Tod | 11T SRR 14

B. ESTABLISBONSULTANT DELEGATION.LINK. .. ccitteetteiirneeeessstneetesssinneeeesssnnn e e s s ssnneeesssnnn e e e s snnnnereesnnnneees 16

1. NAVIQALE t0 MY ACCOUNL....cciii ittt ettt e ettt e e e e e e e e e s e ebbbb e et e et e e aeaaeaaeaannbbbbeereeeaaaaeaas 16

2. Add@vyadz GF yiQa. L.QO2.dz2) .o, 16

3. Delegate Submittal Type and Site PermiSSIONS. .......ccuuiiiiiiiiiiieei ittt 17

4. Add MOTIE PeIMMISSIONS ... .utiiieeitieiee e e ititeee e ettt e e e ettt e e e e st be e e e e e abbe e e e e s asbaeeeesanbbeeeeesabbeeeeesanbeeeeesans 19

V. ACCOUNT MANAGEMENT. ... utttttittieiiieeeeeieutettbestesesssseeeeeeeeeeeesaesssesbsssseseeeeeeeeeeeeeteetamsssseeseeeeeeeeeees 20
A, RESETOURPASSWORD.......ciiiiuetttiteeeitttesasesssa st e e et eteeeeae s aa s s e b e e b e e ettt teeeeeesa e sar s e e et e e teeeseesaaennrnnreees 20
B. RESEWOURPIN ANDSECURITQUESTIONS......uutuutututunnnnnnaaaesseeeeeeeererereeeeeeseeessnnsnnnnnnnaanaasesaeeeseeeeeeemnmemmmmnes 21

1. NAVIQALe 10 MY ACCOUIL.....ciittiiie ettt ettt ettt e e st e e e e st e e e e sabb et e e s s anbbe e e e e annbeeeeseneees 21

C. FREQUENTIASKEMUESTIONZACCOUNTYPES. . iittuuiiiiiiititiineeetiituneeetestiasseeeseestn s e s aeesba s e s e aseasba e e esessannns 21

Your DE@nline Account Registration and Managemef/2022 2



D.  HELPDESK ANRESOURGCES. ...t ittuittiiittitettiett st setetaaeest e st s eatsetasestestseaastaseestesbaseanssstsesntestaresnsssseen 22

.  System Overview

The Oregon Department of Environmental Quality has instituted the use of a modernizedpelsed
tool for a selection of compliance progranihis document addresses hgublicusers of this system
establish, validategzonnect,and manage their individual accounts.

Your DEQ Onlinis an Environmental Data Management System designed to combment DEQ

processes acrosar, land and water divisions in one convenient and easily accessible portal. The system
enables users to submit apgditions, upload reports, enter data, check the status of applications, pay
fees or fines, and manage account activity. In addition, the sysitawsfor greater public access to
environmental data without the need to requettis information from DEQ staf

Recommended browserSafari, Firefox and Google Chrome.

Visit the DEQ website to firmtlditional information about Your DEQ Onlimreview theYour DEQ Online
Help page

A.  Access tdPublic Records Your DEQ Online
A member of the public maysethe Public Portal Public Records limikhout a registered accourtb
access publisheeinformationand to add comments to DEQsued public noticeS.he searchable
information is limited to submittals and permitsat arewithin the Your DEQ Online systemd
publishedby DEQ. For additional information not found in Your DEQ Onliné)resgon DEQ Rlic
Records Request systehttps://www.oregon.gov/deg/aboutus/Pages/RequedtublicRecord.aspx

II.  Public User Accoust

Who can register in Your DEQ Online?

Members ofthe public as well as facility employees, consultants, and legally authorized representatives
can register for accounts in Your DEQ Online.

A.  Public User Account Types
What are the different user account types?
The Public Portal supports three types of palalccounts; General Public, Consultant, and Responsible
Official (RO).

At least one Responsible Official account must be created to complete a subhittalility can have

multiple associated ROs, provided each RO meets the requirements of 40 CFRTI2X22ay also be

one or more associated consultant accounts held by others connected with a facility or site who provide
support.

The three account types have the following privileges

1. Responsible Offial (RO)
1 Privileges are based on verified identityd valid links to facilities
1 Prepare, certify, and submét submittal as RO or as Additional Certifier
1 Pay for services
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Apply, amendrenew, or withdraw a submittal

Track submittal processing status

Manage submittal history

Manageuseraccount and contadhformation

Use the system regularly for data entry/query, corresponden@gking submittal review status

=A =4 =4 -4 =4

2. Consultant/Prearer (Prepareonly)
1 Privileges are based on RO authorization for a gbitenorfacility
1 Prepare a submittal form on behalf of &D
1 Pay for services
1 Use the system regularly for data entry/query, correspondence, track, and reviewlpneitsal
status

3. General Public
1 Payinvoice for services with use of reference number
1 Add an attachment when enteringeamment ona DEQissued public notice

A summary of user account typand account privilege is shown in the table below:

Responsible
Action Official Consultant | General Public
Links themselves (as the RO) to associated facilities Vv
submittals
Link consultants to facilities and submittals V
Certify and submit documents anetports V
Prepare submittals including applicatiorms hew
permits, renewalsamendments, name changes, \% \%
transfers and terminations
Prepare reports for scheduled or unscheduled v Vv
reporting obligations
Withdraw, amend or revise submittals as determined v v
by submittal type and submittal configuration
Submit apfications for permits, licenses \% \%
Manage submittal history \% \%
Prepare documents and DMRs \% \%
Correspond with DEQ staff and other users \% \%
Enter data V V
Perform queries V V
Track and review submittals \% \%
Pay invoices V V \%
Include an attachmentvhen commenting on ®EQ
. . . Y, Vv \Y,
issued public notice

Who should select an RO account type?

An RO is @erson who is legally authorized to sign NPDES pappiications, DMRs\otices of
terminationand other reports required by the permit. A person meeting one of the criteria below will
select a RO account type:

Your DE@nline Account Registration and Managemef/2022 4



1 Corporationg president, secretary, treasurer, viggesident, or any person who performs principal
business functions; or a manager of one or more facilities that is authorized in accordance with
corporate procedure to sign such documents

9 Partnershipg General parter

1 Sole Proprietorshig; Owner

1 City, County, State, Federal, or other Public Facifjfyrincipal executive officer or ranking elected
official

9 Limited Liability Company Member

9 Trustsg Acting trustee

Refer to Code of Federal Regulatioh8CFR 122.2Zor the complete definition of who is authorized
to signsubmittaldocuments.

B. RegistetYourAccount
To initiate account registration for amyf the threeaccount types, the Public User selects the Register
Account option on the Your DEQ Online Public Portal for GovOnhtips://ordeg-edms
public.govonlinesaas.com

1. Complete Basimformation
1 Complete all required fieldso¥ may customizgour usernameat this time Going forwardthis
will be your login name
1 Use an email address thafill not be used for any otheYour DEQ Onlingccounts or account
types.

< Oregon DEQ User Registration

@ Basic Information

A username will be suggested to you when you enter your
first and last name. You may change the suggested
username in the Usemname field. Once your user account is

Personal Info
Title: First Name Middle Initial Last Name User Name |

v Info YourDEQOnline IYourDEQOnline created, your username cannot be changed.
Employer Job Position with Employer
Oregon DEQ
Office Phone Number Mobile Phone Number
503-229-5075 000-000-0000
Fax Number Email

000-000-0000 EDMSinfo@deq.state.or.us
Billing Preterenceo Notified by Mail @ Notified by Email

Mailing Address

Address Line 1 Address Line 2
700 NE Multnomah Suite 600
city State Zip Code

PORTLAND OR v 97232
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2. Select an Accountype
1 Choose from one of the three account types. Descriptions of each will appear in a box to the
right of the selectionsTK Sy @©éxté O1 «

& Oregon DEQ User Registration

@ Basic Information @ Account Type

Account Type

RO

Account Type *
A Responsible Officer (RO) is responsible for ensuring that
O RO Consultant General Public information submitted to the Authority on behalf of an
associated facility (or facilities) is accurate through the
portal. The RO may permit a consultant to prepare a
submittal in the system through an associated account,
however, only the RO may certify and submit the submittal.

3. Security Questions
9 Use the dropdown menu for each question selection.

< Oregon DEQ User Registration

@ Basic Information @ Account Type @ Security Questions

Security Questions

One of the following security questions from this list will
appear when completing each submittal. Please provide a
B ©  whatisthefirstand last name of your oldest sibling? ~ unique respanse to each question

®

Answers are case-sensitive.

@

B @ where did you first meet your spouse? ~
@ @
B8 @ what is the name of your home town newspaper? ~
® @
[+ ] @ what is your favorite song? -
@ ®
B @ what is the last name of your favorite teacher? -
@ @

=
Save your answers in a secure locati®acurityquestions are required for all account typ&ach
Responsible Official will be required to answer a question randomly selected from th&irdestify and

finalize any submittal.

Your DE@nline Account Registration and Managemef/2022 6



4. Final Review

f  Review the account informaticanddza S § KS &t NB fiakeaigacérrediazs (i 2 y

£ Oregon DEQ User Registration

@ Basic Information @ Account Type @ Security Questions @ Final Review

Final Review

Info YourDEQOnline
Oregon DEQ

700 NE Multnomah, Suite 600, PORTLAND 97232
EDMSinfo@deq.state.or.us
503-229-5075

l:‘ I'm not a robot c-?
 Previous |
 Confiirmi KI & &2dzOQNB y 204 | N@hplaeihe imge QéensfiCatioh y 3
verification

< Oregon DEQ User Registration

® Basic Information @ Account Type ® Security Questions @ Final Review

Final Review

Select all images with
chimneys
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< Oregon DEQ User Registration

@ Basic Information @ Account Type @ Security Questions @ Final Review

Final Review

Info YourDEQOnline
Oregon DEQ

700 NE Multnomah, Suite 600, PORTLAND 97232
EDMSinfo@deq.state.or.us
503-229-5075

\/ I'm not a robot

reCAPTCHA

ISR G
S

 OnceyouhaveS @A S SR G(G(KS AYyTFT2NXIFGA2Y YR O2YLX Si
0Saatd

button.¢ KA a gAff LINE RdzOS  Iwindow &hdiAskuctidd ta chetl/yolr dz
email.

< Registration Successful

o Registration Successful

S
O

Congratulations! Your account has been created successfully. To fully activate your account, please check your email for a temporary password and pin.
You will need to save your pin to submit submittals in the portal, and you may update your password and pin in your account profile.

If you do not receive the confirmation email within the next hour, please check your Junk Mail folder.
If you have any questions for account registration, please contact [YourDEQOnline@deq.state.or.us]

Thank you for registering with the Environmental Data Management System.

C. Activate Account

1. Locateconfirmation emaibnd follow instructions
T / KSO1 @2dzNJ SYI Af F2NJ GKS O2yFANNIGAZ2Y SYIFAf ®
instructionsto update temporary password arflN Avoid extra spaces during this step.
1 All three account types require completionfofe security questions, an acant passwordand
an accounPIN
 Regardingthe messagé:t £ S &S y2GSY | 2 deNdbnipletion opeladht 6 S NI |j dzA
submittalé€ this isspecific to Responsiblefi@ial as the only account type that may certify and
complete submittals.
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2021 3:02 AM
GovOnline@govonlinesaas.com

[UAT] Public Account Creation
EDMSinfo * DEQ

i Follow up. Start by Tuesday, April 27, 2021. Due by Tuesday, April 27, 2021.
You forwarded this message on 4/27/2021 2:42 PM.

EDMS System Message:

Dear Info YourDEQOnline:

This is to confirm successful creation of your account in the Your DEQ Online system.

To activate your account, please login to Your DEQ Online at https://oregon-public-uat.govonlinesaas.com with the
following credentials:

Login Name: IYourDEQOnline
Temporary Password: iwGKMkUy
Temporary PIN: BigsTK5d

Please note: Your PIN will be required for completion of each submittal. You may update your password and PIN at any
time by logging in to your account profile.

For assistance, please email or call the Your DEQ Online Helpdesk at: YourDEQOnline@deq.state.or.us

Regards,
Your DEQ Online Team
This is a message from Your DEQ Online: a central web-based hub for communities, businesses, and individuals that work

with the Oregon Department of Environmental Quality. To log into the system or to request assistance, please click on
this url: https://ordeq-edms-public.govonlinesaas.com/

2. UpdatePassword& Pin
9 After clicking the link in the email, enter your temporary logiformation.
1 You willthen be prompted to change the password.

U
your [RJZ7] oNLINE . YouR ] onLINe Your BX¢] onLINE

Public Portal
Public Portal i, Public Portal

Change Password d
Either this is your first-time login, of you requested Dy ! Change Pin

a password rese password a
Either this is your first-time login, or you requested
¥ gin, of

@ pin reset, please change the pin below.

New Password (minimum 8 charocters, should
contain | number,] aiphabet and | special
charocter)

New Pin
Confirm Pin

Confirm Password

For assistance, contact: For assistance, contact For assistance, contact.

Your DE@nline Account Registration and Managemef/2022 9



1 Immediately followingyou willbe prompted to update youPIN
9 Sihce account type may be changed after account creation, all account types are required to set a
PINthat would allow for certification of a submittal if the account is changed to an RO account in

the futu

Insights

:=» Dashboard

Submittals

Start New Submittal

Track Submittal Status

' Pa-y I-nvoicr_!sf_Fe-es

& credits

Uutilities

[=] Public Records

Settings

L Resume Edits
& o nfiniehed stbmittale

i Upcoming Obligations

« Permits/Certificates

CPP Compliance Instruments and CCI

re.

thed D 2

of links

dzy G A €

[ﬁ My Account

02

information.

For all account types at any time, youmay @A 31 G S
the navigation pane on the left side of the screen and at the bottom of the list

l'Yy20KSNI gt &
far upper right of the screenext to your usernameThe icon will be blank
@2dz dzLJ 2 R
yourusernameand some of your account information. Select the edit
GLISYOAf ¢
There, you will see a series of tabs across the sdtestrenable you to
manage your account.

D. Navigate tvly Account

If you are a Respoiide Officialyyou will see a identity verification popup
messageipon initial login that prompts you to validate your identi8elect

Y &hoice@itich waybiing you toyour & a &ccoung

G2 3SG G2 aqae

'y AYF3ASo

0 2by asing

1 002 dzy i€

I 002 dz

Aad

2 KSy Of A 01 Ay

AO2y usethameK®S WRAKII F ®RdNaé ! O

Responsible fiicial Identity Verification

This section provides guidance to help the Responsible Official complete accouptfeetfullaccount
privileges After updating the password arfIN a popup message will promptlentity verification Full
privileges of he Responsible Officiate only active afterdentity verification is completefFull RO

privilegesincludecertification and finalizing submittals.

Verifying identity of the individual holder of the Responsible Official account type enablexitielual
to be held responsible for accuracy of submittals.

A.

EVerify

EVerifyis a rapid and secure and instant identity verification tool that enahlkfesponsible Official
accountprivilegesin Your DEQ Online. After being prompted to complete identity verificatiiakd D 2

G2 YvYe

I 002 dzy ¢

by R

a St SeMerifyivik &pebarRSGpiioa.1i &
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Identity Verification Required

The Systermn needs to verify your identity in order to grant you the ‘RO’ privilege to make
a submittal. You have two options to complete the verification which are E-Verify or
Electronic Subscriber Agreement (ESA).

To start the identity proofing process, you may go to My Account or click the button
below.

Do it later Go to my account

1. Navigate to the Identity &fificationtab.

ly Accoun @ @ nio
Info YourDEQOnline e
H.[ Basiclnfo = AccountType = Password[Pin = Security Questions = Consultants
q
L} Option £1: E-Verify Option #2: Electronic Signature Agreement (ESA)
u Please provide information below to E-Verify yourself. Information provided here Please print and sign an Electronic Signature Agreement below and mail it to the
is for E-Verify purpose only, and will not be saved locally. Authority at the address shown on the ESA. The Authority will verify your identity
and make a decision on your ‘RO" request.
|| 5 Make sure you are using your personal HOME information. If you have moved in
past 6 months, please use your previous HOME address before your last move. You will receive an email notification after the Authority's decision is made. The
¥ ESA will take some time because it involves the mail delivery, paper handling,
—— If successful, you will be informed promptly and can start using your account to human checks, and data entries.
certify/submit documents to the Authority. Due to security reasons, the System
B will only allow you for 3 trials While you are waiting for the verification process to be complete, you will be
able to access the system on a limited basis, but will not be able to submit a
If the E-Verify is not successful, it means the System is unable to authenticate report.
your identity with the data you provided. In this case, please follow the ESA
option to complete your identity proofing If you have not received any feedback after 6 weeks after submitting your ESA,
please contact the Authority to follow up.
First Name * Middle Initial Last Name *
Print and sign an Electronic Signature Agreement. m
Address1* Address 2

2. Follow the form instructions.

Your DE@nline Account Registration and Managemef/2022




































